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Views on 


HY should housing and redevel- 

opment activities continue to be 

insulated from the central munic- 
ipal government which is responsible and 
directly accountable to all the citizens of the 
community? When the first housing authori- 
ties were established nearly 20 years ago it 
was said that a separate agency was neces- 
sary to keep this new activity “out of poli- 
tics’? and because of the difficulty of issuing 
housing bonds within city debt limits. These 
reasons no longer seem valid and probably 
never were. Experience shows that public 
housing cuts across the entire pattern of ad- 
ministration. The public housing function 
should be an integral part of the municipal 
organization, the same as water, fire protec- 
tion, police and other services for which a 


When 


development work is organized as a munici- 


city is responsible housing and re- 
pal department rather than as one or two 
separate agencies the over-all policies in 
these fields can be determined by the city 
council in relation to other municipal needs 

Many cities have a disgraceful traffic ac- 


Lrafhe 


new problem, and it is not an old problem 


cident record accidents are not a 
which can be solved by a small push, crack- 
down, fixing speed limits, or any other single 
effort. The city government, and this means 
the city council and manager, should make 
every effort to coordinate every force in the 
city in an organized single-purpose drive to 
make the streets safer for pedestrians and 
motorists. In cities that are reducing acci- 
dents all community forces are coordinated 
single continuous over 


in a campaign 


the News 


No one 


ficient in itself to turn the tide 


months and years method is suf- 
City officials 
have a clear responsibility; they cannot 
leave the job to private salety groups 

Cities are approaching the problem of re- 
ducing traffic accidents in various ways: pro- 
viding training for traflic court judges (p 
19), increased use of chemical tests in drunk- 
en driving cases (p. 20), creating a traffic 
court for teen-agers (p. 20), setting up a spe- 
cial unit for traflic planning (p. 20), pro 
hibiting billboards along highways (p. 20), 
and prohibiting curb parking in_ business 
districts (p 16) 

New techniques of interest to officials in- 
clude: training employees in work simplifica- 
tion (p. 9), adopting a statement of policy on 
employee relations (p. 21), conducting an 
open house of municipal activities (p. 11), 
codifying city ordinances (p. 14), reorganiz- 
ing City activities to improve service (pp. 15 
and 16) 

Significant news developments include 
creation of a Cooperative public utility con- 
sulting service for cities (p. 12), plans for the 
rehabilitation of substandard housing (pp 
13 and 21), an increase of 25 per cent in the 
number of local housing agencies since 1950 
{(p 
with two-way telephone fire-alarm system 
(p. 17 


for administrative personnel (p 


19), replacing fire-alarm box system 


), increase in group in-service training 
18), and 
erection of city-county buildings (p. 21) 

The American Municipal Association at 
its annual conference adopted resolutions 
on municipal policy including control of 
12) 


tidelands and local housing (p 
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On-The-Job Training of Supervisory Personnel 


Short talks by Chairman Russell EF. McClure and other panel members 
at a general session on the last day of the 38th Annual Conference of 


the International City Managers’ Assoctation in Kansas City, on Octo- 


ber 1, 1952, attended by more than 350 town, city, and county managers. 


PURPOSE AND GOALS OF TRAINING 
By RUSSELL E. McCLURE 


Former City Manager, Dayton, Ohio 


acre definition of the job of the city 
manager is to see that things get done. 
And how does he get things done?— by lead- 
ing his staff toward effective action. And 
how is this best accomplished? 
of all types of training. | am more and more 


by the use 


impressed with the fact that a good adminis- 
trator is usually a good teacher. 

The day has passed, if it ever really ex- 
isted, when an effective job is done simply 
by issuing orders, with no effort to explain 
how the work should be done and why it is 
necessary. Even some police administrators 
are realizing this; and I might add paren- 
thetically that some city managers have had 
to learn this fact the hard way. 

The need for strong, alert administrative 
leadership has been accentuated by the 
growth of employee organizations and the 
need for a positive personnel program. City 
managers and their top administrators must 
win the support of their subordinates to be 
training 
grams help to obtain the interest and active 
support of supervisors and employees in 


most effective. Supervisory pro- 


doing a good job. 

To emphasize further the significance of 
realize that 
performance are re- 


supervisory training, we must 
higher standards of 
quired if we continue to provide good public 
services within the available resources. The 
key to achievement of this objective is better 
supervision at all levels of the organization, 
and particularly at the top. A good knowl- 
edge of the best management techniques, a 


thorough understanding of work methods, 


| 


4 


careful planning of the work, the proper in- 
struction of the workers, and inspection and 
follow-up are needed to assure the effective 
accomplishment of the job. 

It is the city manager’s responsibility to 
see that a proper training program is pro- 
vided so that the department heads will have 
this information. It is obvious that every 
effort must be made to improve the present 
staff so that they will know how to do more 
and better work. If this does not produce a 
high standard of performance, the manager 
will be in a good position to strengthen the 
weak spots by making replacements. 

Learning to work as a team is another 
goal of the training program. Solving man- 
agement problems together helps to build 
good morale and results in a higher degree 
of uniformity handling administrative 
matters. The right type of training program 


will also develop good second level supervi- 
sion, so that it is possible to make promo- 
tions from within the staff. This improves 
the spirit in any organization and helps to 
obtain better recruits. 

Finally, by participating actively in the 
training program himself, the city managet 
improves his own competence as an admin- 
istrator. Confidence and stability of organi 
zation can result from the faith of the staff in 
the knowledge and the integrity of the chief 
The best way for a city manager to obtain 
the loyalty and support of his top adminis- 
trators is by discussing with them informally 
the principles involved in providing good 
municipal services. 





INVENTORY OF TRAINING NEEDS 
By C. A. MILLER 


City Manager, Saginaw, Michigan 


UPERVISORY not being 
used in cities to the extent that it should 
be; where it is being used its full benefits 


training is 


often are not realized because of inadequate 
consideration of training needs. If the needs 
of the organization and the objectives of 
training are identified it is comparatively 
easy to determine the content of the training 
and how it should be handled 

An analysis of job performance is essential 
in developing a training program. If per- 
formance is substandard, it is necessary to 
analyze the shortcomings to pinpoint the 
areas in which training is needed. Improper 
job performance is usually evidence of the 
need for training and should be carefully 
examined. 

In Saginaw, for example, our analysis of 
job deficiencies revealed abnormally high 
rates of turnover in some offices; and recur- 
ring service complaints of a particular na- 
ture were plaguing some departments. Em- 
ployee complaints were more numerous in 
some departments; and interdepartmenta] 
problems arose when the employees of one 
department failed to understand the work of 
another 

Some of these shortcomings required 
remedial action other than training. Where 
training was indicated as a possible solution, 
we found a need for several different types, 
including such general divisions as public 
relations training, supervisory training, ori- 
entation training, and technical training 

In determining the type of supervisory 
training needed, it is essential also to consult 
department heads. The appraisal form dis- 
tributed by the ICMA Institute for Training 
in Municipal Administration provides an 
excellent device for obtaining their analyses 
The form lists 16 possible types of manage- 
ment training, assigns priority to the various 
types of training, and helps to gain the co- 
operation of those involved in the program 

The type of training that the supervisors 
indicate corresponds rather closely with the 
needs revealed through the analysis of job 
relations 


performance. In Saginaw public 


often 
mended by supervisors. Also rating high on 


training was the type most recom- 
the supervisors’ list of training needs was the 
technique of leadership: the ability to handle 
and instruct other people. Training in the 
highest 
priority by both the job performance analy- 


human relations area was given 
sis and the supervisors’ appraisal. Since most 
supervisory personnel had been appointed 
on the basis of their technical ability, condi- 
tions could be greatly improved by giving 
the supervisor the proper tools to solve his 


human relations problem, and a proper su- 


pervisory attitude 

Once the training needs have been deter- 
mined, the method and content of the train- 
ing program can be more easily decided 
Evaluation of training results is also facili- 
tated by setting forth the needs and goals at 
the outset. Before Saginaw commenced its 
police training program, for example, the 
performance analysis revealed that the pub- 
lic was constantly complaining about the 
discourtesy of officers in trafhie violation 
cases. Some officers were too dictatorial, and 
there were instances of inept police work and 
incomplete or hastily written reports. Cor- 
rective action was difficult because of re- 
strictive civil service laws, and as a result 
morale was low in the department 

After determining these problem areas, a 
training program for all levels of personnel 
was planned. The supervisory program in- 
cluded administration and organization, the 
orientation of new employees, foundations of 
good supervisory relations, and practice in 
problem solving techniques 

The results of this program have been 
outstanding and complaints involving police 
work are now negligible. We receive about 


five times as many commendatory letters 


since this program was started. In addition, 
disciplinary cases have decreased, report 
writing has greatly improved, and the local 
judges, the county prosecutor, and the city 
attorney state that polic e cases are better 


prepared and show improved handling 





METHODS OF SUPERVISORY TRAINING 


By STEVE MATTHEWS 
City Manager, Lubbock, Texas 


RAINING must be planned on a long- 


term basis and carefully tailored to meet 


the needs of the city and its employees. The 


methods of training that secure the best re- 
sults include staff conferences, day-to-day 
contacts with employees, movies and slides, 
radio programs, and specialized or corre- 
spondence courses. 

Staff conferences are effective when the 
problems discussed by the manager are of 
interest to each member of the group, such 
as handling a new problem or developing a 
new policy. A staff conference is useful in 
planning for bond issues, coordinating the 
work of departments, discussing budget esti- 
mates and annual reports, and outlining 
over-all city policy. Supervisory personne] 
feel that they are assisting in the formulation 
of policies under which they operate and 
that they are an important part of the team. 

Day-to-day contacts by the manager on a 
planned basis can be one of the most effec- 
tive methods of supervisory training. These 
contacts give the manager an Opportunity to 
build morale, and to ask questions regarding 
particular activities which may stimulate 
employee thinking in the desired direction. 
The manager can get the facts necessary to 
good employee relations and suggestions for 
improvements. Such contacts stimulate su- 
pervisors to think through their work pro- 
gram and activities and assure them that 
outstanding work will be recognized. The 
day-to-day contacts can help establish the 
limits of the supervisor’s authority and pro- 
vide a complete understanding of the ad- 
ministrative policies that apply to his de- 
partment. 

Movies and slides are made by city per- 
sonnel in Lubbock as a part of the planned 
program to record permanently the capital 
improvements and yearly activities of each 
department. The fact that the supervisor re- 
quests movies to be taken of particular activ- 
ities or construction work helps to train him 
in public relations. ‘The employee feels that 
the quality of the work must be good enough 


to have a permanent record made, and the 


work will be the best that the supervisor 1s 
capable of producing, The supervisor will 
make an extra effort and give extra study to 
the work being done under his supervision 

A second and very important training 
feature of films and slides made on the job is 
that these films can be assembled at the end 
of each year, edited into 30-minute show- 
ings, and viewed by most city employees at 
annual or semi-annual meetings. Knowledge 
of over-all plans and functions of the city 
makes each employee an effective salesman 
for the city program. 

Films can also teach public relations 
Since most contacts with the public are 
made by telephone, good telephone manners 
are good public relations. An excellent film, 
available through the Bell Telephone Sys- 
tem, is entitled Telephone Manners. Informa- 
tion on other outstanding training films is 
available through Civil Service Assembly, 
1313 East 60 Street, Chicago. Visual-aid 
training is effective and economical. 

The preparation of scripts for radio pro- 
grams by supervisory personnel can be an 
important part of the training program. The 
script writer must completely analyze his 
program of operation, secure facts and fig- 
ures, and summarize the activities for which 
he is responsible. Conferences held following 
the preparation of these radio scripts and 
attended by all supervisors not only improve 
and enlarge upon the facts to be presented 
in the radio program but increase each su- 
pervisor’s knowledge of the activities and 
work program of other city departments 

Local colleges and universities may help 
train supervisory personnel. We have used 
courses offered by our local college and pay 
the registration fees for our personnel to take 
courses in their particular field or in city 
government. These are night courses at- 
tended by the employee on his own time 
ICMA correspondence courses offer an ad- 
ditional opportunity for supervisors to study 
their branch of service or other city func- 
tions for which training is desirable. 


Specialized schools may be used to an ad- 
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ADMINISTRATION OF 


vantage when the desired training is not 
available locally or through cor respondence 
courses. Such specialized training includes 


the FBI, North- 


western University, and the Southern Police 


police courses offered by 


Institute. When this method is used it is ad- 
visable for the city to pay the trainee’s ex- 
penses as well as his regular salary. 


In Lubbock we 


hold an annual dinner 


PRAINING 


meeting for all eniployees in LrOoups ol 100 or 
The dinner is followed by a training 
film talk by the 


visors of the group represented 


less 


and manager and super 
This gives 
each employee an opportunity to become 
better acquainted with the manager, per- 


sonnel direc tor, and supervisors, and Is an 


other step toward building high employee 


morale 


THE ADMINISTRATION OF TRAINING 
By ELDER GUNTER 


City Manager, University City, Missouri 


HE administrative structure for a train- 
ing 


the size of 


program will depend primarily 
the 
some extent upon the type of training pro- 
When _ the large 


enough to support a full-time personnel staff 


upon organization and to 


gram, organization 1s 
the day-to-day administration of the pro- 
gram is probably best delegated to that 
agency, and in 


training division within the personnel de- 


some cases to a separate 


partment. 

In smaller organizations the personnel 
functions through the 
manager’s office, and the manager may be 


often are handled 
able to delegate some of the responsibility for 
his training program to an administrative 
assistant. In many communities, however, 
the manager will have to assume the whole 
task himself. 

The type of training program carried on 
will, of course, affect its administration. In- 
formal training within line departments can 
be carried on with only periodic conferences 
with the department head. If, however, the 
program consists of conference sessions for 
the various supervisory levels, a more com- 
plex administrative setup is necessary. 

Regardless of the size of the organization 
or the type of program, the responsibility for 
the smooth operation of the program must 
be definitely fixed. While this responsibility 
need not be assumed directly by the man- 
ager, he must take the lead in creating and 
sustaining interest in the program. 

This is perhaps the most difficult part of 
the administration of any training program 
The mechanics are not difficult once respon- 


fixed. Good subject material is 


Able instructors can be found in 


sibility is 
available. 
city 
training records can be easily established. It 


your if not in your organization, and 
is the less tangible side of your program that 
will determine whether the training ‘‘takes”’ 
or “‘falls flat.” If interest and enthusiasm 
“training spirit’’—is lagging or lost, you had 
best take a good look at your program be- 
cause it may be on the way to becoming rela- 
tively ineflective. 

While there are no hard and fast rules on 
how interest can be kept at a maximum, I 
can make a few generalizations on the sub- 
ject. These suggestions on the administration 
of your training program are the result of 
first-hand observation in several cities and I 
have found they serve reasonably well as 
guideposts. 

In University City we have three types of 
formal training programs now in progress 
correspondence courses offered by ICMA, 
city-sponsored attendance at university 
night school classes, and in-service programs 
for line personnel in the police and fire de- 
partments conducted by their officers, in- 


All 


three types are entirely financed by the city. 


cluding basic training in civil defense 

The conference-type sessions have been 
tried on city time, on employee time, and on 
a combination of the two. Generally, those 
held on city time have been the most suc- 
cessful. Interest and enthusiasm is more 
likely to be genuine if the discussion leader is 
someone from outside the city hall. Someone 


not too well acquainted with the operation 
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of the city is apt to elicit more responses and 
exchange of ideas than a leader from within 
the city’s organization. We have found, too, 
that one two-hour training session a week is 
desirable and that the session is best when 
held late in the afternoon since it interferes 
less with departmental operations. 

The physical surroundings for the train- 
ing classes should be conducive to a relaxed 
exchange of views. Making the sessions more 
comfortable probably helps solve the inter- 
est problem. It also helps to conduct classes 
in such a way as to encourage participation 
by all members of the group. 


Recognition by the manager can play a 


vital part in the success of the training pro- 


gram. We all like to receive commendation 
See that those who complete the course are 
recognized in some way: newspaper pictures 
and stories, awarding of certificates, or per- 
haps a dinner. Courses completed should 
also be noted on the employee’s personnel 
record. 

Training should not be made compulsory 
if it can be avoided. If the sessions are inter- 
esting and your people feel that they are get- 
ting something out of the course, it won’t be 
necessary to make attendance compulsory 
And if the sessions are failing, make a quick 
but thorough re-appraisal of your program 


before it is too late. 


APPRAISING TRAINING RESULTS 
By BERT W. JOHNSON 


City Manager, Boulder, Colorado 


N EFFECTIVE training program will 

develop employees with a greater 
awareness and a sense of inquiry concerning 
municipal affairs. If employees are com- 
placent the training program is not effective. 
If a manager is satisfied with his department 
heads or his own good work, he too needs 
refresher training 

A good training program can develop 
good workmen into superior employees, and 
can raise inferior producers at least to aver- 
age performance. It elevates employee mo- 
rale and loyalty; it makes possible “‘grass 
root”? programming and the achievement of 
tangible results. To be sure that we are get- 
ting these benefits from our training pro- 
gram we must establish standards by which 
we can evaluate the program. Any such 
standards should avoid academic measure- 
ments which do not apply to adult‘employee 
participants; they should measure training 
techniques and training results. 

In Boulder we evaluate our training tech- 
niques at the source by going to the trainee. 
The foreman is also a teacher and his effec- 
tiveness should be known. We have devel- 
oped an employee separation questionnaire 
and study disciplinary cases to check on the 
supervisor’s ability to train. Anonymous em- 
ployee opinion of the course of study should 


be sought in a formalized training program, 
and occasional subject matter tests should be 
given to check teaching effectiveness only, 
and a study should be made of the attend- 
ance records for the training sessions 

Results of the training program can be 
evaluated by the objectives we have set. Im- 
provement in operating procedures is the 
most tangible measure of training eflective- 
ness. Effective training will produce such re- 
sults as suggestions for reorganization, sim- 
plified procedures, standard operating pro- 
cedures, a reduction in lost-time accidents, a 
lower turn-over rate, and a higher standard 
of workmanship. 

There are also some less tangible results of 
training that we can use as other yardsticks 
of its effectiveness. Training should make 
cooperation between departments more no- 
ticeable since it can produce a greater un- 
derstanding of such tools as cost accounting 
and vehicle pools. 

An awareness of management problems 
and the development of professionalism 
among city personnel should result from 
training. Increased acceptance of so-called 
“red-tape”’ is a good sign. For example, the 
usefulness of a position-classification plan 
should be understood by the garage superin- 
tendent as well as by the personnel officer 








1953} HOW TO 


and city manager. Results also are apparent 
when our people understand the value of 
centralized purchasing and of modern re- 
cruiting techniques 

Departmental reports should be more sig- 
nificant and more promptly prepared. Budg- 
et preparation should begin to develop at 
the departmental level rather than with top 
management. Training should produce re- 
quests and estimates submitted with , an 
awareness of other needs and problems of 
the city. 

Public relations, the product of all indi- 
vidual relationships, is improved when men 
learn the way to say ““No”’ politely, to sell 


themselves by boosting the entire municipal 


REDUCE EMPLOYEE ACCIDENTS 


service, and to give accurate information 


concerning the city government. City em- 
ployees, like salesmen, must be trained to 
sell their product 

Whether we appraise training results in 
terms of our objectives or in terms of im- 
proved performance at lower cost, we must 
remember the intangibles such as better em- 
These need to be weighed 


We 
as managers require the competent help of 


ployee morale 


even though they cannot be measured 


others who are amply equipped with heads, 
hands, and hearts. We, like they, require 
training, training refreshment, and training 


results. 


How To Reduce Employee Accidents 


By ORIN K. COPE and A. GEORGE FISH* 
A safety program backed by the chief administrator will prevent 


accidents, reduce lost time, and save money. 


SOUND, consistent accident-preven- 
tion program can produce remark- 
able results. In San Diego both ac- 

cident frequency and severity have been cut 
in half since 1945 and there is every indica- 
tion of further progress. How much this 
means in terms of reduced human suffering 
cannot be measured, but man-hours saved 
insurance 


and _ lower 


measured. 


premiums can_ be 


An accident prevention program is con- 
cerned with employee education, critical re- 
view of accidents, methods of sustaining em- 
ployee interest, and making safety a habit 
While the safety program extends to all de- 
partments, it is particularly aimed at public 
works, water, and similar operations where 
many workers are engaged in hazardous 
work. 

An accident prevention program can be 
effective only when top management is 
safety minded. The city’s chief administra- 
tor must endorse and enforce procedures 
which will bring the desired results. Then it 

* Eprror’s Nore: Mr. Cope, who is assistant to 
city manager of San Diego, California, previously 
was assistant budget officer and later budget officer 
of that city. Mr. Fish has been safety officer of San 
Diego since 1945 


is up to departmental supervisors and fore- 


men to convince the men that safety is 
profitable for all concerned. 
Visual aids such as sound films, slide 


films, and records on safety, National Safety 
Council graphs and booklets, and similar 
material are presented at regular depart- 
mental meetings. The visual material is sup- 
plemented by discussions on safety subjects, 
such as use and abuse of tools, first aid, good 
driving manners, lifting methods, and other 
topics of direct interest 

At these same meetings there are reviews 
of city-wide accident experience and analy- 
ses of those particular accidents involving 
the department. Meetings are held on a 
scheduled day and hour of each month, last 
about 45 minutes, and are on city time 

Between meetings city employees are con- 
stantly reminded of safety by the means of 
bulletin boards, frequently changed to get 
continuous attention, and by exampie of 
supervisors. Also, supervisors and foremen 
constantly stress Care, Caution, and consider- 
ation in their contact with individual work- 
ers. A successful safety program requires this 
personal attention as well as the broader 
educational methods 
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In addition to the accident review prac- 


tice as a means of preventing recurrence, 


special card records are kept for every type 
of incident and accident. They are cross- 
filed with the individual employee's record 
and furnish such pertinent data as his acci- 
Accident well 


publicized, which is an important phase of 


dent proneness Causes are 
the program 

While employee education is essential, it 
the 


alone, Competition and recognition put zest 


does not accomplish desired results 


into a safety program. City departments vie 
‘“*E” ban- 


ners at headquarters. First, second, and 


for the honor of displaying Safety 


third place banners are periodically awarded 
on the basis of the greatest number of elapsed 
man-hours since the last “‘lost-time’’ acci- 
dent. Divisions with outstanding safety rec- 
ords are given plaques of merit by the city 
manager at the annual “Safety Award Din- 
ner’? to which employees of the qualifying 
departments are invited. 

The human side of the accident preven- 
tion program has been stressed more than 
mechanical safeguards. From 1945 to 1947 
San Diego experience showed that 94 pet 
cent of the accidents were due to human 
failure and 6 per cent to defective equipment 
or material. None was due to unguarded 
equipment. In 1950 human failure was re- 
sponsible for 97 per cent of the accidents and 
defective materials for 3 per cent. 

Some of the human failure accidents are 
due to lack of rest, poor physical condition, 
personal problems causing lack of attention 
to the job at hand, day dreaming, faulty 
observation, taking 
chances, and similar causes. Analysis will 


negligent attitudes, 
bring out the cause and an effective pro- 
vram will seek to eliminate these accident 
causes insofar as possible. 

the 
however, it should not be assumed the im- 


Because human factor is stressed, 
portance of mechanical guards is underesti- 
mated. Strict attention is given to this phase 


of the safety program. The “Bible” in this 


respect is the code set up by the division of 


industrial accidents of the state department 
Each 


sewer and street divisions, for instance, has 


of industrial relations. foreman in 


a copy ol the state safety orders covering 
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such things as trench operations, shoring, 
and special equipment needed. Barricades, 
warning signs and flags, lanterns, and ad- 
Any 
new applicable safety ideas gleaned from 
publications are adopted 


vance warnings are constantly used 


Ihe over-all accident prevention program 
for the city of San Diego is directed and co 
ordinated by the City Manager’s Accident 
Prevention Committee, which is comprised 
of 33 city officials including department 
heads and operating superintendents. This 
committee holds quarterly meetings for the 
review of accidents during the past quarter, 
discusses their causes and prevention and, 
in general, keeps abreast of the city’s acci- 
dent problems. 

Top management which can endorse and 
enforce a safety program is represented on 
this committee, which maintains close inter- 
Its interest and 
activities on behalf of accident prevention 


est in all phases of safety 


assure the various divisions of the city that 
safety is an important consideration. 

The fact that accidents have been halved 
in number and severity makes the safety pro- 
gram more than worthwhile, but there are 
other gains too. Safety is profitable for all 
concerned, 


obvious. Lost- 


time injuries have been reduced by 35 pet 


which is made 
cent since 1945 and days lost by 31 per cent 
Those percentages are based on count, not 
ratios of employment, so they become even 
more impressive because the number of city 
employees has increased by 36 per cent 
since 1945. Keeping men on the job is 
profitable for worker and the employer. 

Another important savings from accident 
prevention comes from reduced compensa- 
tion insurance premiums. San Diego carries 
its risk with the State Compensation In- 
surance fund on a dividend basis. In addi- 
tion, the city pays full wages for the first 
seven days of injury leave in connection with 
its general operations, and in the case of 
policemen, firemen, and lifeguards up to one 
year’s salary as provided by city ordinance 
Insurance premiums are established accord- 
ing to various job classifications and experi- 
ence modification rates are applied on the 
basis of losses sustained and expenses in- 
curred 
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San Diego has saved over $59,000 during 
the past year as a direct result of its on-the- 
job accident prevention program. The city’s 
premium is now 65 per cent of the base rate, 
making possible a monthly saving of nearly 
$5,000 in workmen’s compensation insur- 
ance. Only 18 working days were lost during 
June, 1952, 


when 3,163 city employees 


TO IMPROVE 


WORK METHODS 9 


worked a total of 551,000 hours. In June, 
1945, by 


1,997 persons then working for the city. 


80 working days were lost the 

San Diego's experience shows that acci- 
dents can be prevented by a well-conceived 
and executed program, and that the results 
are worth the effort from both humanitarian 


and economic points of view 


How To Improve Work Methods 


By GRAHAM W. WATT* 


Senior Administrative Analyst, Kansas City, Missouri 


In-service training of supervisory personned in work simplification 


methods can increase employee output 


LMOSI 


the problems brought on by infla- 


every city is now faced with 
tionary costs, a relatively fixed reve- 


nue structure, and a constant citizen de- 
mand for new or improved services. Cities 
have dealt with this problem in various 
wavs: some have cut down to essential serv- 
ices; others have adopted new nonproperty 
taxes: many have established tighter budg- 
etary and financial controls; and a few, in- 
Kansas City, 


planned steps to increase the output of their 


cluding are taking carefully 
employees. 

Increased employee output depends not 
on working faster and harder but on the 
method in which the work is done. Increased 
employee output and efficiency depends 
upon finding better, simpler, and easier 
ways of doing work. 

Since 1948 the research and budget de- 
partment in Kansas City has been studying 
work methods to improve services and lower 
costs. During the past year the department 
developed a training program for depart- 
ment heads and supervisors which is de- 
signed to acquaint them with the purposes 
and elementary techniques of work method 
simplification. Experience has shown that 
department heads and supervisors, as well as 

* Eprror’s Norse: Mr. Watt, who holds a mas- 
ter’s degree in government administration from the 
University of Pennsylvania, has been on the staff of 
the research and budget department of Kansas City 


since 1950 


the employees themselves, should be re spon- 
sible for improving work methods 

he material in the training course is pre- 
sented in ten one-hour meetings during a 
two-week period, Emphasis is placed on the 
distribution of work, systems analysis and 
improvement, organization, and office light- 
ing and layout. Forms design, which should 
properly be part of the study of office meth- 
ods, has been omitted for lack of time. It is 
possible that a short course in forms design 
may be held in the future to complete the 
picture 

Each participating supervisor is encour- 
aged to select a “problem operation” in his 
own unit and to apply the work simplifica- 
tion techniques to it as they are presented by 
the training leader. A supervisor who uses 
the tools of methods improvement to develop 
an improved method becomes an ardent dis- 
ciple of work simplification. The content of 
the ten training sessions is as follows: 

1. Introduction to work simplification. This ses- 
sion is the most important for here the leader 
must secure the interest of all the partici- 
pants. The city manager makes a brief pres- 
of the 
benefits of the training program, Work sim- 
plification is defined, and a film The Easier 
Way that “it is the that 


counts” by means of the peg-board illustra- 


entation purposes, objectives, and 


stresses method 


tion 


2 Six lef to work 


in plificatior "I he SIX 


steps or phases of a work simplification study 
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are discussed: defining the objective, prepar- 
ing the personnel, gathering and organizing 
the facts, analyzing and improving the pro- 
cedure, preparing recommendations and se- 
curing approval, and installation, follow-up, 
and adjustment. The film, Experiment, em- 
phasizes the proper technique for persuading 
persons to follow a desired course of action: 
“They will respond to a series of gentle 
pushes fast slow— and 
keep on doing it.” 

3. The distribution of work. The value of 
knowing exactly who does what work is ex- 


plored. ‘Trainees discuss various types of 


not too not too 


employee report forms and the construction 
of the work distribution chart. The assign- 
ment is to prepare a work distribution chart; 
each person selects a unit in his own depart- 
ment 

4. Analysis of the work distribution chart. The 
reasons for the correct apportionment of the 
unit’s time, the proper use of skills, the com- 
bination of related tasks, and the correct dis- 
tribution of work load are discussed. The 
film, Work Simplification Applied to Clencal 
Operations, is shown. 

5. Prin iples of good systems and tools for sys- 
tems analysis. The various types of commonly 
used process charts are explained: office lay- 
out, flow diagram, forms distribution, and 
operation analysis. ‘The applications and 
Each 


member of the group prepares a flow dia- 


limitations of each are presented 
gram of work processed by the unit for 
which the work distribution chart was pre- 
pared, 


The 


charting symbols is explained and both the 


6. Operation process charting use of 


prepared form and open or doodle charts are 
A film, entitled Flow Process Charts 
and How To Use Them, is used in this session 


discussed 


Members of the group are asked to prepare 
a process chart showing the processing of a 
form previously charted on the flow dia- 
gram 
7. Systems analysts and the basis for systems 
improvement. Elimination of operations, re- 
ducing distances traveled, combining opera- 
tions, and changing the sequence of opera- 
tions are considered. The film, Flandling a 
Flour Sack, graphically illustrates the applica- 
tion of these techniques. 


8. Determining the volume of work. The value 
of knowing how much work is done is dis- 
cussed and various techniques of counting or 
recording work volume are explained. The 
film, Motion Study Applied to Letter Indexing, 
is shown at this session. 

9. Organization charting. The techniques of 
preparing functional organization charts are 
presented; methods of picturing special as- 
sistants, boards, or commissions, are dis- 
cussed. An assignment is to prepare a func- 
tional organization chart. 

10. Principles of good office layout. This ses- 
sion includes a discussion of the commonly 
accepted principles of efficient use of office 
space, office lighting, and the relation of of- 
fice equipment to office methods. The in- 
structor the 


close of this session 


reviews entire course at the 

Concurrently with the development of 
this training outline, the research and budg- 
et department prepared a manual, entitled 


Mumcipal Work Simplification—A 
Methods and Techniques. This 34-page book 


Guide to 


presents the main points of the course in 
brief and easily usable form, and liberal use 
of illustrations and sketches increases reader 
‘The to all 


participants at the first session and largely 


interest. manual is distributed 
eliminates the need for extensive note-taking 
during the training period. ‘The manual also 
serves as a convenient reference for the su- 
pervisor after he has completed the course 

By the end of 1952 about 40 city employ- 
ces had completed work simplification train- 
ing in three separate training conferences 
It is still too early to evaluate the program in 
terms of dollars and cents, and its true value 
will be shown only in the eventual improve- 


ment of work methods and the achievement 


of a greater degree of efficiency in municipal 


operations. The program has been enthusi- 
astically received, both by the top adminis- 
trative levels and by the supervisors who 
have completed the course. It has awakened 
in them an understanding and an apprecia- 
tion of the benefits which may be secured by 
applying the techniques of work simplifica- 
tion. 











Best Reports 

In Maine, 11 of the 20 cities given awards 
for annual reports in the 1952 competition 
are council-manager governed cities: Au- 
burn, Bangor, Boothbay, Bridgton, Bruns- 
wick, Camden, Castle Hill, Isleboro, Mt. 
Desert, Rangeley, and Wells. The reports 
were judged by a three-man committee on 
the basis of attractiveness of cover, appear- 
ance and arrangement, budget recommen- 
dations, conciseness, use of graphs or charts, 


summary of achievements, and originality. 


Television 

Kansas City, Missouri, has a regular 
weekly television program, ‘‘This Is Kansas 
City, Missouri,”’ on Monday nights at 
5:00 p.m. Programs during November in- 
cluded an explanation of liquor control en- 
forcement and a locally prepared documen- 
tary film showing behind-the-scenes activi- 
ties of the finance department in collecting 


and safeguarding public money. 


Open House 

Dayton, Ohio, held its third annual city 
open house on September 22 from 7:00 to 
10:00 p.m. and on September 23 from 4:00 
to 10:00 p.m. to accommodate school chil- 
dren. Over-all theme for the event was 
‘*Forward Dayton,’ the same as last year. 
A poll taken of visitors at the last city open 
house showed that demonstrations and scale 
and working models were the outstanding 
type of exhibit but that there had been too 
much to see. This year emphasis was placed 
on quality rather than quantity and depart- 
ments and divisions were urged to concen- 
trate on single displays which show the pub- 
lic what they do 

One individual in each department was 
responsible for coordinating all displays and 
exhibits within the department. Over-all co- 
ordination among departments, publicity, 
and an open-house workshop were handled 
by the research and information section of 


the manager’s office. 


MUNICIPAL PUBLIC RELATIONS 


(11 


Police and fire employees escorted groups 
of from 15 to 20 persons through the city 
building. The escorts turned their groups 
over to floor guides furnished by depart- 
ments housed on each floor. The guides ex- 
plained the displays on their floor and an- 
swered questions. In addition, an informa- 
tion desk on each floor was manned by some- 
one familiar with all of the activities carried 
on there. A tour of the five-story building re- 
quired one hour. A half-hour demonstration 
in the parking lot closed each day’s activi- 
ties 

To help stimulate employee interest, a 
committee of civic leaders judged displays 
on the basis of interest, educational value, 
and effectiveness. Each division was urged to 
enter one exhibit in the contest. Winning ex- 
hibits were a model water and sewerage sys 
tem, a display of police and criminal items, 
and a working model of a traffic signal in- 
stallation. 


Leaflets 


Six cities and one county have recently 
mailed leaflets to their citizens: ‘Tucson, 
Arizona; Norwich, Connecticut; Winnetka, 
Illinois; Hopkins, Minnesota; University 
City, Missouri; Norfolk, Virginia; Guilford 
County, North Carolina: and Newberry, 
South Carolina. The leaflets of Winnetka, 
Norwich, Newberry, and Guilford County 
are tax leaflets mailed with tax bills. The 
Norwich leaflet explains that this is the first 
tax bill from the consolidated city and town 
Iwo of the Winnetka leaflets and the ‘Tucson 
leaflet urge fire prevention practices for 
homes. The Hopkins leaflet explains local 
voting laws and has a map showing the loca- 
tion of polling places. The Norfolk leaflet 
explains the new city ordinance and rules 
for trash and garbage collection. University 
City mailed 15,000 copies of its leaflet with 
tax bills; it reviews the accomplishments of 
five years of council-manager government 
The Newberry leaflet of one-page shows city 
income and expenditures by means of pie 
charts. 
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City Finances 

Jackson, Mississippi, has issued an eight- 
page pamphlet, entitled Operating in the 
Black, which analyzes the financial aspects of 
the city’s four-year capital improvement 
program. The booklet shows that the city 
has issued a total of $9,360,000 in general 
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obligation and revenue bonds for streets, 
water, and sewer improvements, and a new 
municipal building at average rates of inter- 
est ranging from 2.163 per cent to 2.51 per 
cent. Since 1948 the city has equalized as- 
sessed valuations of property and adopted a 


one-half cent city sales tax. 


NEWS OF THE MONTH 


City Officials Adopt Nationwide 
Municipal Policies 
HE 29th the 
American Municipal Association, held 


annual conference of 
in Los Angeles early in December, was at- 
tended by 633 officials and other delegates 
from 42 states. Action on municipal policy 
in the form of resolutions reflected the major 
interests of municipal officials. This year 
most interest centered on the control of tide- 
lands and local housing policy. A resolution 
proposing that ownership and control of 
tidelands be transferred from the federal to 
the de- 
bated and resulted in the first roll call in the 
history of the Association. The vote was 81 
to 13 in favor of urging the 83d Congress to 
adopt legislation to return the ownership of 
such lands to the states. The housing resolu- 


state governments was vigorously 


tion, which also was adopted by a roll call 
vote, called for the adoption of reasonable 
standards for the use of temporary war hous- 
ing and a plan for the eventual disposition of 
such housing. 

Other resolutions adopted called on Con- 
gress to make highway funds 
available to improve county roads through 


federal-aid 


all incorporated municipalities regardless of 


size; to restrict the use of federal highway 
user revenues for highway purposes; to pro- 
hibit the shipment of fireworks into states 
whose laws prohibit the sale and use of fire- 
works; to prevent the removal of property 
lox al 


ments between the Department of Defense 


from taxation by contractual avree- 
and local governments; to create a national 
commission on intergovernmental relations 
to study and recommend possible methods 


of allocating to each level of government ap- 


propriate sources of revenue and services to 
be performed; to set aside 10 per cent of the 
national forest receipts for the development, 
maintenance, and operation of publicly used 
areas in national forests; to appropriate suf- 
ficient funds to carry out the intent of the 
federal airport act of 1946 and the recom- 
mendations of the President’s Airport Com- 
mission on May 16, 1952; and to provide 
maximum incentive to private industry for 
cooperation in local, state, and federal pollu- 
tion control programs 

The American Municipal Association also 
voted to participate with state and county 
officials in setting up a national coordinating 
highway committee to study highway poli- 
cies and needs; to undertake immediate con- 
ferences with the United States Bureau of 
Public Roads with 


the word “urban’’ 


a view toward defining 
in the federal-aid high- 
way act and to assure that funds provided 
for use in urban areas be spent in incorpo- 
rated municipalities; to request federal and 
state governments to reciprocate by with- 
holding local income taxes on request of the 
local unit; to undertake a comprehensive 
municipal liability insurance survey; and to 
undertake a comprehensive research pro- 
grain on the major problems of metropolitan 
areas. Mayor William B. Hartsfield of At- 
lanta was elected president and Mayor John 


B. Hynes of Boston vice-president. 


Cooperative Utility Consulting 
Service Created 
COOPERATIVE public utility bureau 


was organized on January 1, 1953, to 


provide a utility consulting service to cities 


at actual, cost-of-service It will be: solely a 
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service Organization and not a promotional 
agency for public ownership. The agency 
will be managed by John Bauer who has 
been director of the American Public Utili- 
ties Bureau for many years. 

The services offered by the bureau will in- 
clude expert and technical assistance to 
cities in rate Cases; such special projects as 
transit adjustments, granting franchises, es- 
tablishing municipal ownership, and creat- 
ing metropolitan utility districts; annual 
utility surveys of finances and operations to 
advise cities on action necessary to protect 
the public; and providing information and 
advice not involving special investigations 
Special attention will be given to making an- 
nual utility surveys to establish definite and 
administrable standards for utility regula- 
tion. 

The consulting service has been estab- 
lished on a trial basis and will be incorporated 
at the end of 1953 if cities show sufficient 
interest in its program. Control eventually 
will be transferred to a board of directors 
elected by the participating cities. Charges 
for services will be fixed on an estimate basis 
Any excess income over expenses will be re- 
turned to the participating cities in pro- 
portion to their relative contribution 
Further information about this new con- 
sulting service may be obtained from John 
Bauer, 280 Broadway. New York 


City Revenues Up 7 Per Cent 
EVENUES of 481 United States cities 
over 25,000 population rose 6.8 per 
cent over 1950 levels in the 1951 fiscal vear, 
according to Summary of City Government Fi- 
nances in 1951, recently issued by the United 
States Bureau of the Census. For the same 
period, total city expenditures rose 3.7 per 
cent. These 481 cities accounted for 35.5 pet 
cent of all local government revenue and 
48.3 per cent of all local public debt in the 

United States in 1951 

Total city revenues for the 481. Cities 
amounted to $6,050,000,000 in 1951, in- 
cluding general revenues, utility income, 
and insurance trust systems. General reve- 
nues alone amounted to $4,813,000,000, an 


increase ot 6 per cent from 1950 


Potal city expenditures, including general 
expenditures, utility, and insurance trust 
amounts, were $6,227,000,000 in 1951 and 
$6,006,000,000 in 1950. General expendi- 
tures alone were $4,797,000,000 in 1951, 3.5 
per cent above 1950 levels 

Total borrowings in these cities amounted 
to $1,065,000,000, a decrease of 15.3 pet 
cent from 1950. Debt redemption totalled 
$540,000,000, an increase of 21.5 per cent in 
1951. Outstanding debt of these 481 cities 
reached a new hich of $9,975,000,000 at the 
end of fiscal 1951 as compared with $9,415,- 
000,000 at the end of fiscal 1950. 


Takes Steps to Conserve Older 
Areas of City 
RECOMMENDATION that the cits 
should adopt a definite policy for the 
conservation and improvement of neighbor- 
hoods has been made by an interim commit 
tee on neighborhood conservation in Chi- 
cago. The committee emphasizes that a 
neighborhood conservation program can be 
effective only if it is a joint venture of cits 
agencies and citv-wide civic and community 
organizations. The committee was estab- 
lished last July by the city council to prepare 
a comprehensive program for neighborhood 
conservation 
The report points out that so-called 
**middle-aged”’ areas, those built up 50 to 60 
vears ago, are developing into slums fastet 
than older areas can be rebuilt. In the past 
conservation plans have failed because of 
lack of a definitive council policy, failure to 
realize that conservation is slum prevention, 
and lack of continuity in citizen interest 
The committee recommends the selection 
of a few areas for comprehensive study to 
develop standards and methods for applica 
tion in other areas. ‘The report sucvests sey 
eral steps as the basis of a sound program 
(1) a planning analysis of the area, includin: 
land use, zoning and community facilities 
traffic, and population; (2) preparation of a 
tentative neighborhood plan to outline the 
necessity and timing of future action; (3) si 
veys to determine the extent of housing and 
zoning violations and environmental nui 
sances and the condition of the enforcement 


4 


program; (4) an analysis of municipal sers 
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ices in the area; (5) development of citizen 
interest in the program and voluntary main- 
tenance of minimum standards; (6) an anal- 
ysis of financial problems for repairs, altera- 
tions, and construction; (7) a public rela- 
tions program using neighborhood news- 
papers and handbooks on conservation; and 
(8) action on needs developed by surveys 
and analyses. 


Voters Approve Many Proposals 


in November Election 

Vi YTERS in the November 4 election 

adopted many measures of interest to 
cities. Alabama voters approved a constitu- 
tional amendment earmarking gasoline tax 
receipts for highway construction, main- 
tenance, and repair. Cities in two Alabama 
counties were authorized to issue general 
obligation bonds to build industrial plants 


for lease to private industry. Arizona ap- 


proved a constitutional amendment giving 
cities 10 per cent of the state-collected gaso- 
line tax 

Louisiana gave cities the power to adopt 
charters providing the form of government 
they desire and gave counties authority to 
issue bonds up to 20 per cent of their assessed 
valuations to finance buildings for lease to 
industries. Three cities adopted the council- 
manager plan Newport, Rhode Island; 
Pikeville, Kentucky; Riverside, Cali- 
fornia (see also Pustic MANAGEMENT, De- 
cember, 1952, pp. 275 and 281). 


and 


Voters also rejected or repealed measures 
which are of general interest to cities. Denver 
and Portland (Oregon) rejected pay  in- 
creases for police and general city employ- 
ees, respectively. Colorado turned down an 
initiative law which would establish a 60- 
hour work week for firemen and rejected con- 
stitutional amendments which would have 
legalized the 


utility rate-making rule 


slot machines and removed 


power of home 
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cities. Georgia defeated a county-unit system 
which would have given disproportionate 
weight to rural counties in general elections 

Canton and Lancaster, Ohio, repealed 
their city income taxes, and as a result Can- 
ton faces a $635,000 deficit in 1953. In Penn- 
sylvania a proposed consolidation of Taren- 
tum, Brackenridge, and Harrison township 
to form a new city failed to pass. Kansas 
City, Missouri, voters turned down two pro- 
posals to annex a total of 40 square miles 
north and east of the city including the site 
of a proposed industrial airport. 


Small Cities Codify Ordinances 


HREE small Oklahoma cities that have 

adopted the council-manager plan 
Tonkawa, have 
recently codified their ordinances in loose- 
leaf form like the code of Ardmore, Okla- 


homa. Since these cities operate under the 


Fairview, and Crescent 


same state council-manager enabling act it 
was possible to print most of the pages of all 
three codes from the same multilith masters 
and thus effect a saving in printing costs. 
Each code contains pertinent sections from 
the state constitution and statutes, provi- 
sions of the “‘statutory charter,’’ and ordi- 
nance material of a permanent and genera! 
nature. 

These several elements are classified ac- 
cording to subject matter and divided into 
34 chapters. An index and many notes and 
references help users find related matter in 
other parts of the code. The codes can be 
brought up-to-date every few years by re- 
placing obsolete pages in the loose-leaf vol- 
umes with pages containing new material 
Copies of the code of these cities may be se- 
cured from the city clerk of Tonkawa, Fair- 
view, or Crescent, Oklahoma, at $5 per 
copy.—Roy E. Apair, city manager, Ton- 


kawa. 








WHAT AMERICAN CITIES ARE DOING 





Merging of Services Reduces Cost 
UCSON, Arizona, has effected a net annual 
saving of $23,000 and at the same time im- 

proved service to the public through several re- 


shifts. All 


plumbing, license, and weights and measures in- 


organizational building, elec tru al, 
spectional services have been brought together in 


department which also handles 


an inspection 
parking meter maintenance and collections. A 
further step included the transfer of the prepara- 
tion of assessment rolls to the engineering office 
and assessment collections to the treasurer’s of- 
fice. These changes have made it possible to 
eliminate five positions without reducing service, 
and two additional positions will be eliminated 


when workloads have been stabilized 


Builds New City Hall 

Voters in Monrovia, California, recently ap- 
proved a $190,000 bond issue for a new city hall 
by a three-to-one margin. It will be located on 
city-owned land purchased several years ago for 
a civic center where the police and fire buildings 
are now located. A 33-member citizens commit- 
led the campaign to obtain citizen 


The city 


tee spear heac 


approval of 


the bond issue manager 
answered questions on the cost and method of 
the building in weekly 
“Your City Its Prob- 


ina local newspaper The new structure 


financing new a regular 


column, Progress Its 
lems,”’ 
will replace the old city hall which was recently 


destroyed by an earthquake 


Reduces City Employee Turnover 
Mygnrovia, California (20,186), has recently 
takerp steps to cut down turnover among fire and 


police personnel. The action included a pay in- 


crease of 5 per cent, more ol the so-called “‘fringe 


benefits,” and a merit-demerit system for 


uni- 
formed’ personnel. Working hours were reduced 
a 45-hour week for 
The 


city now pays one-half the cost of the regulation 


by three hours, resulting in 


policemen and a 68-hour week for firemen 


uniform and employees pay the remaining one- 
half. Four-step increases in pay have been made 
automatic for uniformed personnel and the top 
salary in each grade is reached in two years. 
Under the merit-demerit system uniformed per- 
sonnel are awarded points for neatness, efficiency, 
suggestions for improvement of service, and out- 
standing performance. Demerits are given for 
overstaying leave, intoxication while on the job, 


A net 


willful violation of rules, and like offenses 


of 50 merits over demerits entitles the officer to 


wear a chevron. Merits and demerits are also 
considered for making promotions within the de- 
partment. Before the city took this action, 16 men 
out of a force of 26 had left the police department 
voluntarily within 24 months. Since the new sys- 
tem was put into effect, turnover has decreased 
and the number of letters from citizens commend- 
ing policemen and firemen for services well done 


has increased 


Restricts Use of Council Chamber 
Boulder, Colorado, has recently issued regula- 
tions concerning use of the city council chamber 
and a public conference room in the newly con- 
hall 


religious nature will be 


structed city Meetings of a commercial or 


allowed only in emer- 


The 


city, county, and school district will be allowed to 


gency or other exceptional circumstances 


use the building free with preference given to ac- 
tivities of the city government. Other groups may 
use the building for civic or educational purposes 
upon payment of special fees. Application for use 
of the building must be made to the city finance 


director and fees are payable in advance 


Control of Street Openings 


the 


owned water, gas, and harbor utilities for services 


Long Beach, California, charges city- 


rendered to them by other city departments. One 
of the 


street openings and pavement cuts by the public 


major services performed is the repair of 


works de partment Interde partmental charges for 
estimated at $10,000 for the 
specif 


this item alone are 
1952-53 fiscal year suggestions for con- 
trolling street openings for utility purposes are set 
issued by the Inter- 


forth in a report recently 


Managers’ 


y for Control of Street Openings, and 


national City 
Municipal Pol: 


distributed early in De« ember to « ities subse rib- 


Association, entitled 


ing to the Association’s Management Informa- 


tion Service 


Advance Planning for Capital Projects 

In Milwaukee, Wisconsin, the capital improve- 
ments committee of the city council has recently 
issued a five-year capital unprovement budget 
entitled Blueprints for Cine Progress. The report 
calls for the expenditure of $104,660,000 by 1958 
for streets, buildings, parking lots, and new equip- 
ment. About half of this amount, or $56,200,000, 
would be raised by bond issues and the remainder 
would come from current 


revenues. A total of 


[15] 
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$16,690,000 for capital improvements is included 
in the 1952 annual budget and $23,400,000 is 
recommended for the 1953 budget. Other cities 
and counties which have recently issued long- 
term capital improvement plans include Mont- 
gomery County, Maryland; Boston, Massachu- 
setts; Murfreesboro, ‘Tennessee; and Arlington 
County and Richmond, Virginia. In Boston the 
bureau of municipal research pointed out that a 
capital budget makes possible the development of 
a well-rounded program of capital requirements 
and scheduling them in a logical sequence within 
the city’s ability to pay. Such a program also en- 
courages the preparation of detailed plans well in 
advance of construction and gives both public 
and private groups a complete picture of the 
city’s future plans. 


Employee Retirement Plans 

(9,409), have 
adopted a charter amendment providing for a 
locally administered employee retirement and 
disability plan. The plan provides for employee 
contributions of 5 per cent and limits the city to a 


Voters in Wayne, Michigan 


maximum contribution of 10 per cent of the total 
gross payroll or about $28,000 per year. The plan 
will be administered by a board consisting of the 
mayor, one city councilman, the city manager, 
one employee to represent the police and fire de- 
partments, and one employee to represent other 
.. Bay City, Michigan (52,523), 
recently retired 58 city employees under provi- 


departments. . 


sions of the city’s pension system adopted five 
years ago. The city expects to fill only 37 of the 58 
jobs by combining some jobs and abolishing 
others. This will bring an annual saving of about 
$53,000. 


News on Personnel Front 

Arlington County, Virginia, recently estab- 
lished an employees’ advisory council to provide 
a method of communication between employees, 
city officials, and the county civil service system. 
Representation on the council is based on the 
number of employees in a department or divi- 
sion; a division with less than 50 employees has 
one representative and one with more than 50 
employees has two representatives. Representa- 
tives are elected annually by secret ballot and the 
and other officers 


council names its chairman 


from among its members. . . . Chico, California, 


recently issued a 33-page booklet containing the 
city’s personnel rules and regulations which have 


been adopted by the city council . San Diego, 


California, has issued a schematic outline of all 


classified and unclassified positions in the city 


I'he outline relates classes of positions to 


service 





“ary 


salary ranges in the pay plan so that pay scales for 
individual positions can be seen at a glance. 

Austin, Texas, publishes a monthly employee 
newsletter entitled The Municipal. The front page 
of each issue features a group of city employees 
Austin 
newsheet, Memo from the City Manager, 


and their jobs recently inaugurated a 
weekly 
which highlights the news of the week primarily 


for the benefit of council members 


Remodels City Hall 


Tucson, Arizona, is remodeling its 37-year-old 
city hall to reclaim about 500 square feet of work- 
ing area in the two-story building. The city clerk, 
finance department, city council chamber, city 
attorney’s office, and traffic court will be located 
on the first floor and the offices of the mayor and 
the city manager and the purchasing, traffic en- 
gineering, and personnel departments on the sec- 
ond floor. Glass partitions, acoustical ceilings, 
and asphalt tile floorings will be used throughout 
The remodeling will cost about $65,000 including 
furnishings, and is being done by city forces. 
Rental value of the reclaimed area is estimated at 
$6,000 per year. 


No Parking in Business Districts 
Many cities have “no parking” regulations on 
their downtown streets, according to the Ameri- 
can Society of Planning Officials. A total of 34 of 
the 36 cities surveyed have some type of no park- 
ing regulation for streets in the central business 
district. 


‘ 


In eight cities, “‘no parking” applies to 
certain rush hours only. In four cities these regu- 
lations apply to some streets at all times: Kansas 
City and St. Louis, Missouri; Rochester, New 
York; and Dayton, Ohio. Five cities do not allow 
cars to stop on streets where parking is prohibited 
San Francisco, California; Louisville, Kentucky; 
Providence, Rhode Island; San Antonio, Texas; 
and Seattle, Washington. The two cities which 
have no such regulations are Birmingham, Ala- 
bama, and Jacksonville, Florida. Exceptionally 
wide streets in the Birmingham business district 
make “no parking” regulations unnecessary. 


Reorganize City Services 

University City, Missouri, recently reorgan- 
ized its public works department to decrease the 
number of persons reporting to the public works 
director. An assistant director has been added to 
handle administrative details and to free the di- 
rector for public relations and over-all supervi- 
sion of the department. Streets, sewer, sanitation, 
and centralized garage activities have been con- 
solidated under the 


street cCOmmussioner aS a 


single division of the department. Building main- 
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tenance, plumbing inspection, and zoning en- 


forcement comprise another division replacing 
three separate units. The engineering and general 
inspectional activities (weights and measures, 
heating plants, and license regulations) remain as 
separate divisions. The reorganization reduces 
from 10 to four the number of persons reporting 


... Mari- 


nette, Wisconsin, has established a department of 


directly to the public works director. 


parks and recreation with a director appointed 
by the city manager. The city park board has 


been abolished 


Fire and Police News 
In Miami, Florida, the city council on No- 
vember 19 voted to abandon the present box fire 
alarm system in its entirety and to install a two- 
PuBLic 


1952, p. 255) 


way telephone-fire alarm system 
MANAGEMENT November, 
Cleveland, Ohio, will retire the city’s police 


(see 


motor-cycles to parade and escort duties and use 
radar-equipped cars for traffic. The police chief 
pointed out that motor-cycles can be used only 
three and one-half months while radar can be 
used the year round; a motor-cycle officer aver- 
ages seven arrests a day while a four-man radar 
crew averages 60; seven motor-cycle officers have 


been seriously injured in accidents 


Police Refuse to Testify 

In New York the highest appellate court has 
held that policemen who refuse to testify in de- 
partmental trials can be sentenced for contempt 
In the case at issue the defendants refused to tes- 
tify in a department case involving conspiracy 
with a bookmaking syndicate on the grounds that 
the proceeding was “‘quasi-criminal” and that 
they had a right to refuse to testifv without for- 
In New York refusal to testify 


grounds of 


feiting their jobs 
on constitutional self-incrimination 


results in dismissal from a public job 


City Builds Parking Garage 

Bridgeport, Connecticut, has recently dedi- 
cated a municipally owned and operated parking 
garage and bus terminal. The new structure pro- 
vides parking space for 500 automobiles on its 
upper floors and a waiting room and off-street bus 
loading area on the first floor. The building was 
erected on city-owned land previously used as a 
parking lot for 74 cars. It was financed by a 
$1,500,000 bond issue and is operated by a park- 
ing authority of five members appointed by the 
mayor. Drivers park their own cars in any avail- 
able marked space on the five floors which in- 
cludes the roof and 


The 


all of which are reached by 


ramps minimum fee for four hours is 25 


AN CITIES ARE 


DOING 1 


cents and for each additional hour 


The 


parking from 7:00 a.m 


5 cents 
monthly cate for daytime 
to 7:00 p.m. is $8 


Surveys Employee Attitudes 
Employees of San Diego County, California, 
like their than they 
did in 1949 but they are not so proud to tell 


jobs with the county better 
people where they work, according to a recent 
survey of county em] loyee attitudes. County of- 
ficials interpret these results to mean that the 
county is a better employer but that scandals in 
the federal service have caused employees to feel 
the prestige of all public service has been lowered 
Ihe survey, a follow-up of a 1949 study, shows 
that employees rank the various aspects of theit 
jobs exactly the same as they did in 1949: secu- 
rity, interesting work, pay, good physical working 
conditions, promotion on merit, and recognition 
for work done 


Council Controls Utility Board 
The new council-manager charter of Tacoma, 
Washington, adopted on November 4, creates a 
board of public utilities to control and operate all 
publicly owned utilities including the electric, 
water, and belt-line The board 


is composed of five members appointed by the 


railway systems 
mayor with the approval of the council. Expan- 


sion or extensions ol Services, the issuance ol 
bonds, and determination of rates are subject to 
approval by the city council, and the board will 
submit its annual budget to the council for ap- 
proval. A total of 32 cities over 50,000 population 
own and operate one or more public utilities. In 
20 of these cities the utility is operated as a regular 
city department under the city manager, mayor, 
or council and in 12 cities by a separate utilities 


board 


Reduces City Employee Accidents 

A drivers’ clinic for city employees who oper- 
ate city-owhed cars and trucks in Dallas, ‘Texas, 
has reduced the accident rate for city vehicles by 
18 per cent during the past two years. Employees 
are taking greater care in handling city-owned 
automotive equipment as a result of attending the 
clinic. Members of each class are selected from 
various city departments in order not to disrupt 
the regular services of any one department. The 
one-day course consists of lectures, training films, 
and psycho-physical tests to test reaction time, 
visual acuity, distance judgment, and other char- 
acteristics. New employees who will drive city- 
owned equipment are required to take these tests 
before they are certified for their jobs. A special 


review board meets weekly to examine data on all 
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accidents and to determine if the accidents are 
chargeable to the employee involved. The clinic 
operates under the supervision of the city’s trafhi 
education department, in cooperation with the 


personnel department 


Boom in In-Service Training 

In Oxnard, California, the mayor recently 
presented certificates to six graduates of a confer- 
ence training course in local planning administra- 
tion. The group included the assistant county 
planning director, members of the city planning 
commission, the city assistant civil defense direc- 
tor, the city engineer, and the acting city man- 
ager. In Dayton, Ohio, 28 city employees recently 
graduated from the group training course in Fire 
Administration. ‘These training courses in Ox- 
nard and Dayton are two of the municipal man- 
agement series offered by the Institute for Train- 
ing in Municipal Administration of the Inter- 
national City Managers’ Association. Over 400 
employees in 40 cities are currently enrolled in 
groups in six of the eight in-service training 
courses offered by the Institute in finance, fire, 
police, personnel, planning, public works, recrea- 
tion, and the technique of municipal administra- 
tion. 

Special Taxes for Parking Lots 

San Buenaventura, California, has established 
a vehicle parking district which includes about 
30 per cent of the business district. The city will 
build three parking lots in the area and assess the 
costs, estimated at $106,800 on the property in 
the district. Payments will be spread over a pe- 
riod of 19 years and the city will pay the legal and 
advertising costs... . Wauwatosa, Wisconsin, is 
building a 110-vehicle lot at a cost of approxi- 
mately $94,000 of which $74,500 will be raised 
by special assessments in a benefit district. Assess- 
ments will be based on the value of the property 
and its distance from the lot. Five zones have been 
established and the most distant zone is from 700 
to 800 feet from the lot 


Adopts New Zoning Ordinance 

Grand Forks, North Dakota, recently adopted 
a new zoning ordinance which establishes five 
districts for residential, business, and light and 
heavy industry. ‘The ordinance has rear yard re- 
quirements in business and industrial districts to 
facilitate off-street truck loading. Off-street park- 
ing is required for every residence, auditorium, 
theater, hotel, hospital, store, or industry. The 
number of spaces required is based on the number 
of seats in theaters, the number of guest sleeping 


rooms in hotels, number of beds in hospitals, 
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square feet of store area in commercial buildings, 
and number of employees in factory buildings 
The ordinance gives the city council authority to 
grant special permits allowing stores and mul- 
tiple-dwelling units in single-family residential 
districts. The intent is to protect residential dis- 
tricts in transition from higher to less restricted 
land uses 


Library Lists for City Employees 

The Long Beach, California, public library 
circulates a monthly checklist of publications re- 
ceived on municipal government and administra- 
tion. The list is circulated to various city depart- 
ments so that employees can check items they 
wish to receive. . The Detroit municipal refer- 
ence library follows a similar plan in circulating a 
weekly list of publications received on municipal 
government. This list is circulated among city 
department heads and supervisors as well as to 


libraries and research groups outside the city 


Solve Problems at Luncheon Meetings 

The managers of three Michigan cities meet 
monthly for lunch to discuss common problems 
and visit projects in the field. The cities repre- 
sented are Wayne, Plymouth, and Ypsilanti. At 
the October meeting the managers discussed 
press relations, wage and salary survey plans, and 
the possibility of awarding joint paving contracts 
in 1953... . Three Virginia city managers and a 
county executive officer have been holding month- 
ly luncheon meetings for several years. Roanoke, 
Vinton, Salem, and Roanoke County are repre- 
sented. At a recent meeting, the managers dis- 
cussed civil defense, rights-of-way for a road, 
progress in cleaning up a river running through 
each jurisdiction and used for sewage disposal, 
and new developments in sewage disposal tech- 


niques. 


Issue Bonds Without Popular Vote 


Six cities can issue revenue bonds without a 
vote of the people according to a survey by the 
Akron 
Columbus, Ohio, and Seattle, Washington, may 


American Municipal Association and 


issue revenue bonds for public utility purposes 
and Akron can issue them for off-street parking 
Bir- 


mingham, Alabama, has authority to issue bonds 


and limited municipal university purposes 


on the basis of operational revenues for almost 
any purpose, including public utilities, sewerage 
systems, expressways, tunnels, viaducts, bridges, 
parks, airports, hospitals, public markets, and 
swimming pools. Louisville, Kentucky, has simi- 


lar broad powers but has always referred all such 
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issues to a vote of the people. San Antonio, 


Texas, has authority in its new charter to issue 
revenue bonds for water and sewerage systems, 
municipal gas or electric systems, airports, and 


recreation areas 


Survey of City’s Travel Habits 

In San Diego the United States Bureau of the 
Census is making a survey for the state highway 
division and the United States Bureau of Public 
Roads as a basis for clarifying the city’s traffic 
pattern and to aid in future planning. The city 
has cooperated by supplying office space and fa- 
cilities for the survey work. The survey will in- 
clude interviews in 8,500 households, roadside 
checks, and traffic counts. The survey will show 
whether people travel by bus or auto, the average 
number of riders per car, condition of roads at the 
point of origin, parking habits at the point of 
destination, and where people go and how often 
It is expected that the results of the survey will be 
useful in showing where highways should be built 
and which ones should come first, and it is hoped 
that it will survey data that will be useful in plan- 


ning mass transportation facilities. 


Trends in Retirement Plans 
In Salt Lake City, 
voted 89 to 11 to drop the city’s retirement sys- 


Utah, city employees have 


tem to become cligible for federal social security 
benefits. City employees may elect to receive a 
refund of money paid into the fund. If they leave 
their contributions on deposit, the city will make 
up the difference if social security benefits are less 
Miami 


Beach, Florida, has amended its employee retire- 


than the benefits of the city program 


ment system to provide for cost-cf-living in- 
creases. ‘The increase will be one-half of 1 per cent 
for each point by which the consumers’ price in- 
dex exceeds 145. The percentage increase is de- 
termined each January 1 from the latest 12 in- 
dices available. ‘The increase is limited to 30 per 
cent and the maximum retirement allowance to 


$200 per month. 


Training for Traffic Court Judges 


A total of 53 city and county traffic court of- 


ficials and 44 traffic police officers attended spe- 
cial short courses at the Northwestern University 
Traffic Institute during October. The five-day 
court conference was one of a series conducted re- 
gionally by the American Bar Association and the 
Traffic Institute. The traffic 
course for police trafhe officers was designed par- 


law enforcement 
ticularly for officers whose departments cannot 
send them to the nine-month traffic administra- 


tion course. Similar short courses are planned for 
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sion, accident investigation 


and also courses in police traffic supervi 
administration and 
analysis and 


ords system 


techniques, trafhe rec 
use of data, and traffic law for police. Further in- 
formation concerning these courses is available 
Traffic 


Evanston, Illinois 


from the Institute, 1704 Judson Avenue, 


Securing New Industries 


In Maryland the state planning commission 
has recently issued Organizing for Industrial Devel- 
opment; A Handbook of Procedures. \t analyzes the 
trend toward industrialization and shows the 
need for organizing interest in industrial develop- 
ment. It discusses various types of organization, 
financing, and methods of obtaining public ap- 


An- 


other handbook by the same agency, Making an 


proval for industrial expansion programs 


Economic Survey of Your Community, describes the 


necessary data and procedures for making an 


area survey of natural and human resources 


Does Water Billing By Machine 


Cincinnati has completed installation of a 
punched card system for water department cus- 
billing and accounting. Meters are read 


field, 


punched into billing cards for each individual 


tomer 


manually in the and the readings are 
customer account. Customer billing groups have 
been established and are controlled by a separate 
deck of individually punched meter cards which 
are matched with the billing cards for control 
purposes. Postcard water bills are prepared auto- 
matically from the punched cards and are mailed 
to individual consumers. The system has been es- 
tablished so that reminder, delinquent, and shut- 
off notices can be prepared by machine in post- 


card form for overdue water accounts 


Increase in Housing Agencies 


The number of local housing and redevelop- 
ment agencies in the United States has increased 
almost 25 per cent since 1950, according to the 
Housing and Redevelopment Directory, 1952-1953 re- 
cently published by the National Association of 
Housing Officials. The Directory lists 1,309 agen- 
cies, both official and unofficial, concerned with 
housing and redevelopment problems on the lo- 
cal, state, national, and international levels and 
1,184 of these are county or municipal agencies 
There were a total of 836 county and municipal 
agencies in 1950, which makes an increase of 348 
or about 25 per cent. The Directory lists 27 federal 
agencies, 4 international agencies, 16 state hous- 
ing agencies in 13 states, and 78 unofficial citizen 
groups promoting better housing and redevelop- 


ment 
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Fire Prevention in Dwellings 

Norfolk, Virginia, has begun a year-round fire 
prevention program. The program began with 
business houses that used fire prevention slogans 
on their mail and in window displays. Folders, 
leaflets, stickers, and auto bumper signs were dis- 
tributed by boy and girl scouts. Talks, films, essay 
contests, exercises and demonstrations were used 
in schools, hospitals, social clubs, civic organiza- 
tions and other local groups. The fire depart- 
ment has inspected over 13,000 homes in the 7 ast 
year and will continue the inspection plan until it 


inspects every home where permission is given 


To Solve Traffic Problems 

In San Diego, California, the mayor’s traffic 
advisory commission has recommended estab- 
lishment of a division of street transportation in 
the city engineering department to be responsible 
for traffic planning and operations, curb and off- 
street parking, and street lighting. ‘Phe committee 
also recommended the use of such proved traffic 
techniques as prohibiting left turns and chan- 
nelizing intersections, and adoption of zoning 
regulations requiring off-street parking for new 
construction. 


Drunk Driving Tests Increase 

A total of 242 cities in 42 states used chemical 
tests in 1951 to determine the degree of intoxica- 
tion in suspected drunken drivers, according to 
the National Safety Council. ‘This represents a 45 
per cent increase over the 167 cities that reported 
using such tests during 1950. Fourteen states now 
have specific chemical test laws for drunken driv- 
ing: Arizona, Indiana, Maine, New Hampshire, 
Nebraska, New Jersey, New York, North Dakota, 
Oregon, South Carolina, South Dakota, Utah, 
Washington, and Wisconsin 


To Plan on Area-Wide Basis 

Fifteen cities and towns in the Hartford, Con- 
necticut, metropolitan area have formed a volun- 
tary metropolitan area development council to 
foster cooperation among the cities in the area, to 
make plans and recommendations for the devel- 
opment of the area, and to campaign for adop- 
tion of its program. Membership on the council 
is limited to four representatives from each town 
or city in the area, one of whom must be the 
mayor, and the other three representatives are 
appointed by him. Cities represented on the 
council include Hartford, Glastonbury, Rocky 
Hill, South Windsor, Windsor, West Hartford, 
Avon, Farmington, Newington, East Hartford, 
Bloomfield, Wethersfield, 
Locks, and Manchester. 


Simsbury, Windsor 
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Large Cities Ban Billboards 


Los Angeles and Atlanta prohibit billboards 
and other forms of advertising along express high- 
ways. The Los Angeles ordinance prohibits the 
erection of any billboard intended primarily for 
viewing by operators of vehicles upon main trav- 
elled roads and expressways, or billboards which 
may constitute a traffic hazard. Permits for such 
advertising within 500 feet of an expressway must 
be approved jointly by the city’s board of public 
traffic 
boards on tops of buildings must be approved by 
Atlanta 
the city council has turned down a request of an 


works and commission. Permits for bill- 


the building and safety commission. In 


advertiser who wanted to place a billboard along 


the city’s expressway to advertise a motel. 


Creates Teen-Age Traffic Court 
Baltimore has established a teen-age traffx 
court Saturday for 


cases involving the more serious violations of traf- 


which holds sessions every 
fic laws. Almost all teen-age violators are put on 
probation; they must attend a_ probationary 
school traffic course, report to a probation officer 
every two weeks, and pass a written test on traffic 
safety at the end of the probation period. The 
court hears about 150 cases per week involving 
persons under 21. Of 1,500 persons placed on 
probation, only 13 have been brought into court 
on second offenses. 


Off-Street Parking News 

The state supreme court of North Carolina 
recently held in Britt v. City of Wilmington that a 
city may not use on-street parking meter revenues 
to acquire off-street parking facilities, and that a 
city may not use its police powers to issue sum- 
monses or collect fines for overtime parking viola- 
tions in off-street metered facilities. The National 
Parking Association (711 14th N.W 
Washington, D.C.), which was organized last 
year and is composed chiefly of owners and opera- 


Street, 


, 


tors of private parking lots and garages, feels that 
this court decision clearly endorses their views 
The NPA believes that responsibility to provide 
customer parking facilities rests with merchants 
whose activities generate the demand for park- 
.. Buffalo, New York, has recently ex- 
empted from general taxation any buildings con- 


ing. . 


structed, altered, or remodeled to provide off- 
street parking and completed by the end of 1955 
... The zoning ordinance of Durham, North 
Carolina, requires industries to provide off-street 
parking for all vehicles used in the conduct of the 
industry and also one parking space for each four 


employees. ...A ban on all-night parking on 


alternate sides of the street in Evanston, Illinois, 
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has enabled city forces to accomplish in three 
days street cleaning work which would have 


taken eight to ten days before the ban on parking 
was instituted 


Adopts Employee Relations Policy 


Louisville, Kentucky, has issued a policy state- 
The 


all employees except proles- 


ment on employee-management relations 
Statement covers 
sional, supervisory, clerical, and fire and _ police 
personne 1. The purpose ol the poli Vy 1s to prov ide 
a means of giving employees an opportunity to 
present their views, both individually and through 
representatives of their choice, without abrogat- 
ing the responsibilities required of the city by law 
It describes the rules governing hours of work, 
wages, leave, overtime, holidays and vacations 
It also explains the terms under which employees 
can organize, be represented during grievance 
procedures or discussions regarding conditions of 
work, and hold elections to determine the union 
which represents a majority of the employees 
Ihe policy statement was adopted after the state 
court of appeals had ruled that it would be illegal 
for the city to enter into collective bargaining 


contracts. 


New City Halls Erected 


In Port Huron, Michigan, construction was 
recently begun on a new city-county building and 
jail. It is being erected by the St. Clair County- 


Port Huron Joint Building Authority with a 


PRENDS 


$3,200,000 


plans for joint city-county buildings are being 


revenuc bond issue Wisconsin 


formulated in Madison (with Dane County) and 
Fond du Lac (with Fond du Lac County). St 
Petersburg, Florida, has recently completed con 
struction of a $600,000 police building and jail 
I'wo small Michigan cities, Livonia and Mt 


Morris, have recently taken steps to erect City 
halls 
building has recently been completed at a cost of 
$1,650,000, and New Philadelphia, Ohio, has 


constructed a new city hall at a cost of $175,000 


In Quincy, Illinois, a new city-county 


To Rehabilitate Substandard Housing 

Los Angeles has set up a division of rehabilita- 
tion and slum clearance within the department of 
building and safety. The council at the same time 
created a new division of the municipal code 
which incorporates the state housing act and the 
architectural provisions (room sizes, light and air, 
electrical outlets, sanitation, etc.) in the building 
ol 


formerly apply ing only to new construction, were 


secuons the present code Lhese provisions, 
made retroactive by making them applicable “to 
all 

Ihe council also provided for inter- 
health 


spectors who come across substandard buildings 


any and existing substandard residential 
buildings.” 
departmental cooperation. Fire and in- 
are required to report them in writing to the 
building department, and the building depart- 
ment can require the fire and health departments 
to make inspections for fire and sanitation code 


violations 


NATIONAL TRENDS IN SELECTED FIELDS 


. , Same 
Item mais Guetta Month Lewsey Sst 
Consumers’ Price Index! 1935-39 = 100 191.1 11-15 190.9 188.6 181.5 189.1 
Municipal Bond Index? % yield 2.38 12-18 2.38 2.07 1.59 2.17 
Motor Vehicle Deaths* 100,000 pop. 89 Oct 81 90 $7 90 
Nonfarm Dwelling Units‘ In 1000s 86 Nov. 101 86 62 130 
Construction Cost Index® 1947-49 = 100 122.6 Oct 122.7 117.5 113.2 117.6 


1 United States Bureau of Labor Statistics 


Phis index averages the cost of items making up 70 per cent 


of family budgets of wage earners and lower-salaried workers in 34 large cities. Figures shown are the ad- 


justed index revised in January, 1951 


2 The Bond Buyer 
yields vary inversely with bond prices 


* United States Bureau of the Census and National Safety Council. Rate pes 


on deaths in cities over 10,000 
*U.S. B 
i i 


This index averages bond yields of 15 large cities, four states, and one water district 


100,000 population based 


ireau of Labor Statistics. Number of urban and rural nonfarm dwellings actually started 


S. Department of Commerce Composite index of material and labor costs 








THE PICK OF 


THE MONTH 





Civic Vicrories: THe Story oF AN UNFINISHED 
sy Richard S. Childs. Harper & 
srothers, 49 East 33 Street, New York 16 
1952. 350pp. $3.50. 


Re CORDS 


REVOLUTION 


MANAGEMENT AND ADMINISTRATION 
SeLecrep Rererences. Library, Bureau of the 
Budget, Washington 25, D.C. October, 1952 
7pp. 

MopernizZinG Orrice Procepures. By Robert L. 
Peterson. Business Management Service, Uni- 
versity of Illinois, 358 Administration Build- 
ing, Urbana, Illinois. 1952. 27pp. 

Merropouiran Los ANceLEs, A Stupy In InN- 
TEGRATION: (1) IV. Law ENnrorceMENT. By 
Robert F. Wilcox 207pp. $3.50. (2) V. SAni- 
TATION AND Heattu. By Winston W. Crouch 
and others. 159pp. $2.75. (3) VI. Fire Pro- 
recTION. By James ‘Trump and others. 170pp 
$2.75. Haynes Foundation, 2324 S. Figueroa 
Street, Los Angeles 7. 1952 

Ciry MANAGER GOVERNMENT 
William O. Winter 
ment, Southern Hlinois University, Carbon- 
dale, Illinois. 1952 

ANNEXATION HANDBOOK FOR 
PAL OvrFictALs. By 


Inuinots. By 
Department of Govern- 


FOR 


sOpp 

TP eNNESSEE. MuNictI- 
Wallace Mendelson. Mu- 
nicipal ‘Technical Advisory Service, University 
of ‘Tennessee, Box 8260, University Station, 
Knoxville. 1952. 44pp 


SuGGESTIED STATE LEGISLATION PROGRAM FOR 
1953. Council of State Governments, 1313 
East 60 Street, Chicago 37. 1952. 152pp. 
$1.50. 


Cope or Crry oF CHARLESTON, SOUTH CAROLINA 
Clerk of Council, City Hall, Charleston. 1952. 
984pp. $12.36 plus postage 

BETTER FORECASTING FOR AREAS 
AND Communities. By Van Beuren Stanbery 
Ofhice of Industry and Commerce. Govern- 
ment Printing Office, Washington 25, D.C. 


&7»5 


POPULATION 


1952. 80pp. 25 cents 
SUMMARY OF Ciry GOVERNMENT FINANCES IN 
1951. United States Bureau of the Census, 
Washington 25, D.C. 1952. 17pp. 10 cents. 
FINANCING THE PENSION OBLIGATION. Municipal 
Finance Officers Association, 1313 East 60 
Street, Chicago 37, 1952. 4pp. 35 cents. 
(BG IDE BOOK Crrres 
219pp. (2) GutpeBooK FOR ACCOUNTING IN 
SMALL ‘Towns. 139pp. By John A. McMahon 
Institute of Government, University of North 
Carolina, Chapel Hill, North Carolina. 1952. 
MUuNIGcIPAI 


FOR ACCOUNTING IN 


INCOME ‘TAXATION IN THE UNITED 


States. By Leon Jay Quinto. Mayor's Com- 


250 Church 

116pp. 

MANAGEMENT OF THE 

By A. E. Buck. Mavor’s 
Committee on Management Survey, 250 
Church Street, New York City 13. 1951. 90pp. 

REAL Estate ApprAISAL MANUAL. By Walter S 
Curlee. City Assessor, City Hall, Fort Worth, 
Fexas. 1952. 214pp. $5. 

TRAFFIC 
PoLict 


Management Survey, 
Street, New York City 13. 1952 
3UDGETING AND FINANCIAI 
Ciry or New York 


mittee on 


ADMINISTRATION IN THE NEW YorK 

DEPARTMENT. By Theodore M. Mat- 
son and Wilbur S. Smith. Mayor’s Committee 
on Management Survey, 250 Church Street, 
New York 13. 1952. 65pp. 

THE TRAFFIC 

1313 


ADMINISTRATION OF JUSTICE IN 
Cases. Council of State Governments, 
East 60 Street, Chicago 37. 34pp. $1. 

SALVAGING OLD PAVEMENTS BY RESURFACING. 
Highway Research Board, National Research 
Council, 2101 Constitution Avenue, Wash- 
ington 25, D.C. 1952. 36pp. 60 cents. 

WATER AND SEWER ORDINANCE. Village Man- 
ager, Village Hall, Wayne, Michigan. 1952 
24pp 

(1) A Stupy OF Poice-Precinct Re- 
QUIREMENTS. 34pp. (2) THE NEED FOR A PLAN- 
NING UNir IN THE Detroir Poiice DEPART- 
MENT. 12pp. By O. W. Wilson. Citizens Re- 

Council of Michigan, 810 
Building, Detroit 26, Michigan. 1952. 

Hospiral rue UNirep STaAtTrs; THE 
1951 Census or Hosprrars. American Medical 
Association, 535 N. Dearborn Street, Chicago 
10, 1952. 100pp. 

FLUORIDATION OF MunicipAL WATER SUPPLY 
A REVIEW OF THE SCIENTIFIC AND LEGAL As- 
pects. By Charles S. Rhyne and Eugene F 
Mullin, Jr. National Institute of Municipal 
Law Officers, 730 Jackson Place, N.W., Wash- 
ington 6, D.C. 1952. 62pp. $3. 

PRELIMINARY REPORT OF INTERIM COMMISSION ON 
NEIGHBORHOOD CONSERVATION. The Com- 
mission, 69 West Washington Street, Chicago 
2. 1952. 15pp. 

HousiInG AND REDEVELOPMENT DtrREcTORY, 
1952-1953; Housing AND REDEVELOPMENT 
AGENCIES STATISTICAL SUMMARY. National As- 
sociation of Housing Officials, 1313 East 60 
Street, Chicago 37. 1952. 218pp. $3. 

First ProGress ReEporRT OF THE SCHOOL FAcILi- 

1951-1952. By United States 

Office of Education. Government Printing Of- 

25, D.C. 1952. 77pp. 40 


Derror 
search Farwell 


SERVICE IN 


TIES SURVEY: 


tice, Washington 


cents 








IT DOES THESE JOBS 
—AND MORE! 


Budgetary Accounting 

















Payroll « General Ledger 
Tox Billing * Public Utility 
Billing and General Accounting 


Cost Records 





Here at last is an accounting machine so 
swift, so efficient, so simple to operate, 
that it brings bigger savings to every job 
does all jobs with unerring accuracy! 


The Sensimatic’s amazing effort-free speed 
comes from its exclusive sensing panel or 
“mechanical brain” that automatically 
directs it through every accounting oper- 
ation. Its superior design makes the operator's 
work easy. There is less to do—less to learn. 
Automatic controls, continuous visibility of work 
in progress, and complete keyboard control, re 
duce operations and chance of error—provide 
peak production on every accounting job. 


Get the facts today about Sensimatic’s astonish- 
ing record of low-cost, high-speed operation! 
Call the Burroughs office nearest you. It’s listed 
in the yellow pages of your telephone book. : 
Burroughs Adding Machine Company, Detroit Sensimatic 300 with 11 totals 
32, Michigan Sensimatu 200 with % totals 

Sensimatic 100 with 2 totals 


CHANGE JOBS INSTANTLY .. . at a turn 
of the job selector knob. Any four different 
accounting operations controlled by one sensing 
panel. Any number of —— can be used, so 
there's mo limit to the number of jobs a 
Sensimatic will do. 


aa 


WHEREVER THERE'S BUSINESS THERLS 














THE AMERICAN 

PUBLIC UTILITIES BUREAU 
Organized to assist municipalities and public 
groups in public utility valuations, rates, 

franchises, accounting, and municipal 

surveys 
JOHN BAUER, Ph.D., Director 

280 Broadway New York 7, N.Y. 


HARLAND BARTHOLOMEW 
AND ASSOCIATES 
City Planners — Civil Engineers — 
Landscape Architects 
Comprehensive City Plans « Zoning Plans and 
Ordinances ¢ Expert Testimony in Zoning 
Cases « Land Subdivision « Complete Service 
on Large-Scale Housing Projects « Park Design 
317 North Eleventh Street St. Louis, Mo. 








BLACK & VEATCH 
CONSULTING ENGINEERS 
4706 Broadway, Kansas City 2, Mo 
Water Supply Purification and Distribution; 
Electric Lighting and Power Generation, Trans- 
mission and Distribution; Sewerage and Sewage 
Disposal; Valuations, Special lovestigations 
and Reports 


BURNS & McDONNELL 


Consulting and Designing Engineers 


Kansas City 2, Mo. 
P.O. Box 7088 


Cleveland 14, Ohio 
1404 East 9th St. 





THE J. M. CLEMINSHAW CO. 
APPRAISALS — REVALUATIONS 
Public Appraisal Service is a Public Trust 
Specializing in the Revaluation of Real Estate 
and Personal Property for Local Tax Equaliza- 
con Purposes. Illustrated brochure upon request. 


Union Commerce Building, Cleveland 


GREELEY & HANSEN 
Engineers 


Water Supply, Water Purification, Sewerage, 
Sewage Treatment, Flood Control, Drainage, 
Refuse Disposal 


220 South State Screet Chicago 4 





GRIFFENHAGEN & ASSOCIATES 
Established 1911 
CONSULTANTS IN PUBLIC ADMINISTRA- 
TION AND FINANCE 


Chicago New York Washington Boston 
Los Angeles Dallas Milwaukee Montreal 


INTERNATIONAL ASSOCIATION OF 
CHIEFS OF POLICE, TRAFFIC DIVISION 
NORTHWESTERN UNIVERSITY 
TRAFFIC INSTITUTE 
Field Service — Training — Research 
Publications — Counsel 
For City, County, and State Governments 
1704 Judson Avenue Evanston, Illinois 





J. L. JACOBS & COMPANY 
MANAGEMENT CONSULTANTS AND 
ENGINEERS 
Surveys — Reports — Installations 
Organization — Procedure — Budgetary Con- 
trol Property Valuation and Equalization 
Job Evaluation — Classification — Salary 
Administration 


54 West Jackson Boulevard Chicago 4 


MANAGEMENT INFORMATION 
SERVICE 

A Service by Mail to Cities at an Annual 

Subscription Fee Based on Population 
Includes prompt replies to specific inquiries, spe- 
cial monthly reports, Public Management, and 
The Municipal Year Book. 

International City Managers’ Association 
1313 East GOth Screet Chicago 37 





METCALF & EDDY 
ENGINEERS 
Water, Sewerage, Drainage, Refuse and 
Industrial Wastes Problems 
Airhelds = -:- Valuations -:- Laboratory 
Statler Building * Boston 16 








I. S. SHATTUCK 
PLANNING AND TRAFFIC CONSULTANT 
Industrial Development, Residential Develop- 
ment, Zoning, Trafic Surveys, Parking Surveys, 

Parks and Playgrounds 


COMPLETE CITY PLANS 
Masonic Temple Building Wayzata, Minn. 





PUBLIC ADMINISTRATION SERVICE 
CONSULTING—RESEARCH—PUBLISHING 
Consultants to Cities and Other Public Jurisdictions 
Surveys and Installations 
Organization, finance, personnel and all other fields of public administration 
at all levels of government 


WASHINGTON, D.C. 


1313 E. 60TH ST., CHICAGO 37, ILL. 


SAN FRANCISCO 











New York 


Baton Rouge 


St. Louis 


B & B ENGINEERING CORPORATION 


Norwood, Louisiana 
FIRE ALARM, TRAFFIC AND PROTECTIVE SIGNALING 
ENGINEERS AND CONSULTANTS 





WHEN WRITING TO ADVERTISERS, PLEASE MENTION PUBLIC MANAGEMENT 











That's right! 

In 106 cities 

36,306 Park-O-Meters have 
been purchased to replace 


meters of other makes. 


85 TO 1 PREFERENCE 


) 


In only 3 cities have 
Park-O-Meters been 
replaced by other 
makes. And in these 
3 cities only 425 units 


were replaced. This is 


PROOF OF OVERWHELMIN 


Ask us to show you why... 











IN-SERVICE TRAINING PAYS DIVIDENDS 


* More time for planning 
® Sounder decisions 

® Clearer reports 

® Higher morale 


e Lower costs 


Here are a few cities whose officials have proved it: 


Boulder, Colorado Eugene, Oregon Phoenix, Arizona 
Dayton, Ohio Grand Rapids, Michigan Tulsa, Oklahoma 
Durham, North Carolina Oxnard, California University City, Missouri 


Edinburg, Texas Park Ridge, Illinois Wichita, Kansas 


The eight management manuals of the Institute for Training in 
Municipal Administration are up-to-date, practical, and espe- 
cially suited for use in group training by the conference method. 


The Technique of Municipal Administration 
Municipal Finance Administration Municipal Personnel Administration 
Municipal Recreation Administration Municipal Police Administration 
Municipal Fire Administration Local Planning Administration 
Municipal Public Works Administration 


Write today for free course-outline, enrollment application, and heloful booklets on 


organizing and conducting group training. 


INSTITUTE FOR TRAINING IN MUNICIPAL ADMINISTRATION 


CONDUCTED BY 


THE INTERNATIONAL CITY MANAGERS’ ASSOCIATION 


1313 EAST 60TH STREET CHICAGO 37 











